
Bellaire Public Library
Volunteer Policy
Bellaire Public Library welcomes patrons who wish to volunteer. Volunteer opportunities offer patrons a way to contribute to the community, fulfill personal goals, achieve a sense of satisfaction in helping others and benefits the community by enriching education, literacy, and library services.   
Volunteer time, energy and civic outreach are valuable assets to the library because volunteers enrich, enhance, and contribute to the Library; complimenting and extending the Library’s ability to provide services.
1. Adding services of value to new and existing Library programs.
2. Promoting public awareness or marketing of Library Services.
3. Increasing involvement and support of the Library by the public.
4. Contributing to literacy, supporting program or services for children and adults.
5. Contributing to fundraising in order to expand Library services
Bellaire’s Library Board is appointed by the townships of Forest Home and Kearney. Board members are called Library Trustees and are nonpaid volunteers with specific financial, policy and oversight responsibilities. Other volunteer categories include:
1) Library Volunteers: work directly with Librarians, supplementing Library tasks as listed further in this document including shelving or organizing library materials, assisting with pre-school or reading programs. Confidentiality is important, as well as following Library procedures.
2 Friends of the Library (FOL): is a membership group in support of the Bellaire Library. Membership is annual and does not require volunteering, but many do. FOL volunteers are adult volunteers (18+) and may work with other volunteers to provide services, not always directly supervised by Library staff.  Volunteers may choose to fundraise, or to provide programs and hospitality; often assisting with events. An FOL membership application with fee is available at the Library.
3) Educational programs: young people may participate through educational school programs such as community service or service-learning, internships, work-study or AmeriCorps. All educational volunteers must apply with the Director.
Volunteers under the age of eighteen (18) must have parental approval and cannot work more than 4 hours per day.  Volunteers from the age of 14-17 work with the direct supervision of Library staff or adult Library volunteer.
The Bellaire Library does not provide medical, health, accident or workman’s compensation for any volunteer. To ensure a positive experience as a Library volunteer, the Library will:
1. Provide a qualified person designated to orient, train to perform duties and supervise as needed.
2. Assign volunteers to positions that reflect their interests, while meeting the needs of the Library.  
All volunteers are expected to conduct themselves as if employed by the Library and adhere to the policies and practices established regarding work schedules, attendance, conduct, performance, safety procedures and proper attire. Volunteers may be released from volunteer duties at any time at the discretion of the Library Director.   
Library Volunteer Duties: 1) Stocking book sale shelves, seasonal tax forms, copier. 2) Organizing periodicals. 3) Shelving books. 4) Clean books and mend labels. 5) Put away videos, DVD’s, and paperback books. 6) Change seasonal decorations. 7) Shelf read and organize reading materials and put away items. 8) Assist with programs such as pre-school story hour, elementary summer reading program, gaming events. 9) Assist with organizing craft or materials for programs and helping participants. 10) Other miscellaneous duties may be assigned.
Members of Friends of Bellaire Library (FOL):  1) Volunteers may offer a program, teaching, or guiding others. 2) May assist with program offerings, such as book clubs, movie nights, ancestry, guest speaker events: usually set-up or taking down chairs, making popcorn, or bringing treats and cleaning up.3) Organizing books for book sales and conducting book sales. 5) Organizing fund-raising, such as holiday auction, arranging sale items and baking cookies for events.  6) Publicizing may include marketing events, seasonal decorating, and developing promotional materials. 7) Other occasional needs may include conducting mailings, seasonal decorating, surveys or decorating for events. 8) Contact businesses for items for summer reading or for holiday auction items.
Educational, Community Service Volunteers: High School and College Students may volunteer to meet a high school service commitment or explore career options. College interns often have experiential learning or class project requirements. These requirements must be discussed and approved by the Director.  AmeriCorps volunteers, and other partial work experiences also need to be approved by the Director. To ensure a mutually beneficial experience please discuss training, staff time or paperwork the library may need to assume.
Court required Community Service also must be approved and supervised by the Director and must meet Library needs. Some volunteer tasks and situations may not be appropriate, so Director will outline duties that best serve patrons and the library.
Applying: Individuals interested in volunteering as a Library volunteer or educational volunteer must fill out a volunteer application. Candidates will be accepted based on Library’s project and programmatic needs matched with the candidates’ qualifications. The library may not accept every volunteer application. If accepted, a Library and educational volunteer must sign a Confidentiality Agreement. Background checks may be required, in which case a Michigan driver’s license or Michigan ID will be needed.  
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